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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SICRETARY OF STATE 

RFCOAOS MANAGEMENT DIVISION 
ARCHIVES _ _  . -r .. -_~" 

6-RM-1 for instructions on completing th is  ford.. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 303%. 
Attention: Scheduling Section. 

fOR RECORDS MANAGEMENT USE 
: > :  Deoartment of Education - ' h l i u t i a n  Number ! 

I €air5; .,, b t e s t  1 
6. D l v i s i i n ~ ~ ' 0 f f i a  ~Fu&lon 

Distributive Education Program Financial Files ..-: 
. .. I .-_. .._ - .  .. . __ ~ 

To Date 
. .  What i s  the fundon.of the Division and the Offiw in whichthis record wies isGeated7. ~ 

i. 
~ .. ^ . -  .. ,- - .  

The Secondary School Programs Division provides 'leadership and funding to the local 
education agencies for developtng, maintaining, and expanding . .  programs in Secondary 
Career and Vocational ,Education.. .. . ,,. ... >I 

The Distributive Education Unit supervises the ,high school cooperative program in .. 
.~ . _.: 

, i .~. 
marketing and distribution. 

. .  - 
1 .  

. . .  
, ,. . 

-. -- --__ 7 
_____-_~___ .~ .... ~ . . . . ..~ ~ 

7. Ricora Series Description This file contains the following documents (hcluds form numbers end rifles, If m y ) :  
Attach samples of the file. 

Davmentsreiating to: Matntaining work and financial reports for documenting the financial 

in the ,local schools. . 

i 

expenditures and other functions of the Distributive Education .program 

Teachers expense statements, quarterly requisitions, student work 
reports (DE Form 615) , teacher's work reports (DE. Form 537)', monthly 
work report (DE Form 086), follow-up survey (DE Form 638), Program 
of Work (DE Form 637), and Equipment Grants. 
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0. dp Estabiisn Retention Schedule; record will continu to accumulate. 0 .  *, > 
b. 0 Dispose of preent accumulation; ndfurther accumulation anticipated. 

~~ 

_._-. 
r l  0 Amend Applifation, ;": -___~..~r._ Check One: 0 Chanpe; 0 Supercede: 0 Void 

6 Records Seriar Title (followed by title us& in office; if different) 

. .  . . '  

- - .  . .~ I .  

Alphabetically by type of report and :thereunder chronologically by date. 
.. 

F,ile $arranged: 
3 ... . .~ 

.~ . -  , 

- __ .~ 
~ -- - ~.~~ ~ . . . ~ I ~ _ _ ~ . _ l  : : r R a t e  ' How ~ often are records referred to which are: 

4 ~ ; Thirteen to twenty-four months old 'l ~ -; 
. .  r: 

One to rix months old 4 ' Seven to twelve months old 
..Wenty.five months and older .id---? i: . . 

9. Annual Rate of Aewmul tlon of Records 
Lmer.@a drawers - L~-: Logal.size drawers --:--; Shelves 

7 .__..._- ~ - -~ ~ I_.___._I 

- .  . Other (&ify) 
.. ' ' , 
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-. / --.~ -.".. 
a & - - , , m ~ a n ,  "X'-in-rha_proper column) 

____ _.years. d. Audit period 
e. Administrative need 
f. Federal retention instructions 

b. Strrtuto of limitation 

~ . .. Amch copy 01 e x m  of laws dwulations. Explain administratitie heed.. -' 

This series i s  maintained to provide state assistance for administering the Distributive ..:. 

~ "I ' ' '  . ~ .  

- 
' . I  __I ~ . . .  

- I . . .  .~ . .  . .i.____ 

12 Appmvd Disposition lnatiudonr This agencv recommends that the file serids k -. cut off at the end of each: . 

L Calendar Year; Fiscal Year; 0 O t h k ' ~ ~  I then. 
~ ~ ! -  ~ ~~ ~ . 

. .  .- 

I . ~ .  .- . .  . ~~ .. , . ~, _ . _  ~ . . .  ~. . - -. I .  . -  I .  -. ~~. .. 
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< .  dl Hold in the current files awe -~1.-.month(s) L-., year(s); then - ~ . ? ,  ~ .i : F .  1 . ._ . . . l . . . . ~ ~  

0 Transfer to local holding area; hold - -.---..year(s); then 
0 Transfer to Sun Records Center: hold -~-.-.-vear(s); then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 O t h r  (&wifyJ 
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Thra instructions apply to all prior and future accumulations of the series. I 


